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EMPLOYMENT, EDUCATION, AND MILITARY SCREENS

CREATION DATE: May 4, 2006

Pointers to Remember:

1. Employment, education, and military service information entered on these screens populates to a
number of other screens and reports in FACES.NET, including case plans.

2. Schools can be chosen from a list, the addresses of which are already recorded in FACES.NET. If a
school is not listed, its information can be entered directly. In this case, please contact the FACES.NET
helpdesk so that the information can be added to the list for the benefit of other workers.

Entering Employment Information

Steps include:

Step 1. Navigate to the Client screen. Place your mouse over the Client module at the top of the screen.

Step 2: Hold cursor over Employment/Education.

Step 3: Click Employment.
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Step 4: Click the Show button.
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Address tab
Step 1. Enter the Employees Name.

Step 2: Complete the fields on the Address tab to indicate the location of employment. Note that you will
need to Edit on the Address field to enter the actual address information.

Step 3: Enter a Phone Number.
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af Note:

Once you enter an address, the options to map the location or display an actual photo of the
location will be available by clicking on Map It or Photo.

Occupation tab

Step 1: Enter the Supervisor.

Step 2: Enter the Occupation.

Step 3: Enter the Duration.

Step 4: Enter the Part or Full Time.

Step 5: Enter the Monthly Hours Worked

Step 6: Click Save button.
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Figure 4
6: Click Save.
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o&\%’g@ Entering Education Information
2. Pointers to Remember:
1. Each time a child enters a new school or educational information changes, this information should
be updated and reflected on the Education Screen in FACES.NET.
2. The Education screen can be accessed from both the Referral track and the Case track through
the client screens.
The Enrolled Date is the first date the child began his current grade.
4. FACES.NET will automatically populate the Date Updated in the field as the date you are entering the
information.

w

Steps include:
Step 1. Navigate to the Client screen. Place your mouse over the Client module at the top of the screen.
Step 2: Hold cursor over Employment/Education.

Step 3: Click Education.
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Step 4: Click Show button.
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School/Day Care/College/University

Notes:

Complete the fields on the School/Daycare/College/University tab to indicate the name and
location of the facility. Note that you will need to edit on the Address field to enter the actual
address information.

Also note that the Type and Name fields are half-mandatory, meaning that either one must be
filled out before saving this screen.

There is a list of the School Types and Names.
Steps Include:
Step 1. Select the School Types.

Step 2: Select the School Names.
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Step 3: Edit the school’s address by clicking on Edit. Note: the Address field will automatically populate
in FACES.NET after entering a school’s name.
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Step 4: Enter DayCare information.
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Education tab

Steps Included:

Step 1: Select Current Grade Level.
Step 2: Select Functioning Grade Level.
Step 3: Select Education Status.

Step 4: Select Grade Last Completed
Step 5: Select Education Performance.
Step 6: Select Date Updated.

Step 7: Select Date Last Attended.

Step 8: Select Tutoring Subjects.
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Strength/Needs tab

Steps Included:

Step 1: Enter educational strengths in the Strengths comment box.
Step 2: Enter educational needs in the Needs comment box.

Step 3: Click Save button.
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3: Click Save.
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Entering Military Information
Steps Include:
Step 1: Navigate to the Client screen. Place your cursor over the Client module at the top of the screen.

Step 2: Hold cursor over Employment/Education.

Step 3: Click Military.

e ————————
Client 4_.J Provider ‘J admin
—
cation | Military
Search
Surnrmary
Merge #* Denotes Ha

General Info
— [Demographics -
Relationships
ZHL el

Child Fatality

Ernployment/Education - Ernplovyrment
Abscondence - Education
Finances Fl Military
Health -

Absent Parent
AFCARS
MZAMDS

Aszzociated Caszes/Referrals
T TNarharne wratis

Figure 11

If you have additional questions, please call the Help Desk at (202) 434-0009 Page 9
Last Updated: 05/5/06



Step 4: Select Branch of military.

Step 5: Enter Duration of service.

Step 6: Click Save button.
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